VENDOR SELF SERVICE I

Welcome to Norfolk's Vendor Self
Service System

Click here for step-by-step instructions to:
. Create & Mew Accourt Downlosd POF
. &ctivate Your Existing &ccount Dowenload POF
« Upddate Your Existing Account Dovenload POF

Registered Users Hew Users
. Account Maintenance Regist
egister
User Mame: | e __.i
Paszword : __ |

orgot Vour P asaward® Cli Bre . .
i w Click on Register

Logout successful

If you need assistance, the Customer Resource Center can be reached by email st FB=-AccourtsPayableg@norfalk gov
ar by phone st 757-664-4787 . The center is open Mondsy through Fricky from 2:30sm to 5:00pm.

Copyright @ 2001, 2005, CGI-AMS Inc. Al Rights Reserved. Use of this software iz subject to CGI-AMS license agreement.
AMS Lolvartage ®is o registered trademark of CGLAMS Inc.
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Registration Requirements

help & advice

Menu

Already registered? Click here o login. Otherwise, continue below,

Assemble the following information before continuing:

Infarmation on each location (first location entered will he considered the Headguarters)
Tax ID Mumber
Legal Business name
Contact Information (name, address, email, phone and fax)
o Account Administrator (person responsible for your account)
o Ordering
o Payment
« Descriptions ofvour products and services (for example, commodity codes)

The vendor Reqistration process is designed to gather information that will be used in daing husines s with your organization. tis essential that the
information ahout your organization is accurate and complete. The registration process should take hetween 10-20 minutes to complete. Your information

will not be saved until the registration is complete. Please be advized that your session will be timed out after 15 minutes of inactivity, and your information
will not be saved.

If at any time you have problems registering, please contactthe Customer Resource Center at 757-B64-4787

After reading the
Registration Requirements
click on “Continue” to
proceed with creating your
account.
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Search for your company location

Meny

Please enter all or part ofyour company name and click 'Search'to see ifyour location is already registersd.

Carnpany Narme © |city

Legal Name | Location Name | Alias/DBA | HQ Account n

fEtet

To determine if your company
location already exists, type all or
part of your company name and
select “Search”.

Logout
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Search for your company location

help & advice
It

Enuy

Please enter all or part ofyour company name and click ‘Search' to see ifyour location is already registered,

Company Name : |nnrfn|k

Lenal Hame | Location Name | Alias/DBA | HQ Account | Activated

‘es, | found my Headguarters but not my Location * Click Add Location to create new Location for the existing Headguarters.

Yes, my Account is activated but | dont know the login » Contactyour Headguarters for assistance.

Mo, Register Mow * New Registration

Help  Accessibility

Locate and highlight your

e i company name and click
¥ Morfolk 2 Yes Yes 20d Locati a . 5
Add Location on the “Activate Account
Activate Account =
Horfolk 3 Ves Yes R link.
Activate Account
Morfolk 4 Yes Yeg ;ﬂ.—d P
: Activate Accourt
Morfalk One i3 Vs Bl
f=iraf F"revl Nenﬂl Lastl
Is your company listed ?
‘Yes, hutmy Location is not activated * Click Achvate decountor the accountyou wish to activate.

Logout
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Verification Required
Enter your Tax ID
and select “Submit”.

Erder your Tanpayer idendifcaton Mgmber

Vendor Werrcation Passwond qu-uuq Submit Fetwm o Vendor Name Seanch

Taed 10 Numsbars st be 9 digls nooashas
Headguariss
A " Passwonds ane Sat by your Atoon] Administralor, B vou S0 ke B passwidd, See the ;
- coetaed informafion below

Principal Contact :

Email

Fhone

Note: The Vendor Verification Password is your
Tax ID information on file with the City of
Norfolk. If your password does not work
properly, contact the City of Norfolk for
validation and correction.
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Memorandum of Agreement

Menu

You must acceptthe terms of this Agreement in order to reaister as a vendorwith Yendor Self Senice(™53". Ifyou choose notto acceptthese terms vou will be returned to the HomePage for Guests.

By submitting this electranic vendaor registration, you certify and warrant thatyou are duly authorized, by the Vendorto: (b register the Vendor, (i) file, on bhehalf of the Vendar, all of the information

requested in this registration process; and (i) enter into this Agreement on behalf of the Yendar. By submitting this electranic vendor registration, you hereby agree on behalf of the Vendor and for the
henefit of the City that:

1. The Yendor shall use Y55 vendor registration update functionality to update the Yendor's registration information whenever necessary to ensure that the reaistration information remains accurate
and complete at alltimes.

2. The Vendar hereby warrants thatthe infarmation provided by the Vendaor through the Y33 registration and YSS registration update functionality shall at all times he accurate, complete and current.
TheVendor further warrants thatthe City shall he enfitied at all times ta rely conclusively on the currency, accuracy and completeness of the information the Vendar has praovided through the WSS

registration and W53 registration update functionality even if different information is or has heen availahble to or received by the City through means other than the 585 registration and reaistration
update functionality.

This Agreement shall remain in effect for as long a5 the Vendor is registered as a W83 vendor. All rights are reserved to cancel the Vendor's registration at anytime. In the event the Yendor's

registration is cancelled, the Vendar shall remain bound to this Agreement in regard to completion of any contract, purchase order or other electronic procurement transaction thatwas made or
administered inwhole orin part using WSS,

Carefully read the Memorandum
of Agreement and click on the
“Accept Terms” button.
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User Infermation
Please establsh a unigue User 1D (Log I0) and Pasaword Passwieds Bnd User [D's are case senaibve and should be alphanumsn:

Lagal Marmg

-
"ser e {case sensloe). [T oy el P
58 Sansdive Case Senifee
"FiesiName [0 RebpE PR [y
"Lagi Mams |h'r-r-‘lek "Securty Queston |'-l.'1.a|-s your molker's raiden F-IrI'IE":':J
"EME s @norkoll gov sl o
“Phon {3?-333—33?3 *Ridhype Eacurty Antwer |""'
Fonmat 0000000 Fan: 7. 3901909

S Fomat OEX0000
3

Cancel Hq:rll'.lmllnn

Enter your personal information,
create a password and security
question. Select “Next".

Note: Fields with a Red * are required
fields.
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Verify & Submit Registration

Chk e Submet Regickaton” bufon © complelz your on-Ene 1egistralion: You may review your Tegisirabion pesd B subrriling it By chcking on the Batk’ tulon or nawgatng thiough the regieakon pages onine [ mehu

Caoncel Registrotion

If you agree with the information you
have entered select “Submit
Registration”.
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Thank You!

hienu

Congratulations, you have now completed the on-line portion of the vendor registration process.

Ifyou created a newe accaunt: In order to complete your registration with the City of Norfalk, please faxyour completed W-9 Farm to 757-664-4064 ar send a scanned copy in POF farmat to FBS-
AccountsPayable@norfolk.gov. Your vendar self service account will not be fully activated until this information is received.

Ifyou activated an existing account: The City of Morfolk has your -8 form onfile,

You will receive a congratulations
message that your on-line
registration is complete. If you
created a new account be sure to
submit your W-9 information to the
City via fax or email.



